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SECURITY Se 


Basic Function: ‘To coordinate, supervise, and plan document 
control sctivities of FEAI and ie Washington Headquarters, © “>*' 

2. &§ of SF 2 The Document Control Branch 
ves organised in the Far East Diviaton in December, 1951, in order to 
maintain a control of all sensitive ani Top Secret. doqumenta, perform 
messege center functions with reepest to all documents and cables re~ 
ceived by, or dispatched from, the Division, and to perform the many 
other related activities pertaining to document control, This action 
wes fundamentally a result of the fect thst, with the terrific volume 
of classified documents being handled within the Divielon, it wes necessary 
for an orderly internal control to be established over the receipt, dispatch, 
and distribution of al) such material, 

3. 


idmiiaiionsg: Statistios do not, and can not, convey more 
then the end product of a jong prior process of planning, coordination, 
and lieison, Therefore, while mt by any means completely indica 
tive of the magnitude of any specific sctivity, the mst reliable 
comept of the workload which hag been required of each component 
is offered by the statistical resumes set forth below, 

Digtedbusion: The Document. Control Branch te responsible 
for receiving and routing all incoming commnientions, A recent 
survey revesled that during an average veek a conservative estinate 
of the documents received would be the followings . 
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Cables 1,410 

Top Secret and Senaitive 386 

Othar Documents eal 
TOTAL 4,5 


The dietribution for a week within the Division involved handling 
some 8,132 documents, nevepapars, packages, books, and similer 
materiel for FEAR] alone. 

& Hagdatretion: The Document Control Branch is reeponsible 
for the logging and control of all action documents, ‘The Offies of 
Registration which is responsible for this ectivity, except vhare 
oebles and Top Searet or Senaitive Sdocunents are concerned, con 
ducted a. week's survey recently and recorded the following resulte: 


Secret 264 328 178 
Dispatehes 4ii 248 2 


*This does not include FEM due to the fact that deak 
distribution is desirable in their case, 


In addition, 100 to 120 requeste for information or lneator service 
are handled each week in this activity. 

@. Gablegs The Document Control Branch is responsible for prae 
cessing 611 incoming and outgoing cables. The office of Cable Control 
vhieh is responsible for this activity conducted a week! s aurvey 
recently and reoorded the following reailte: 

1,410 Sumber of cables reosived by Division 
126 Reber of services (antes Serer aon, anton 
7,848 Saber of oop oof cablen distributed within the 
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ka: The Document Control 
Branch is responsible for maintaining a control procedure for 222 
Top Seoret or Senaitive documenta. The office of Top Seoret. Control 
which ie responsible for this activity conducted « week's eurvey 
recently and recorded the following results: 


| Number Received Number Dispaiched Mumber Transferred 
Time_of Raciment Reon | thin Division 
Top Searet 
brn za = 2 
TOTALS 378 228 437 
Segzanization: 


®. Guscanis The presently-approyed Table of Organisation provides 
& total of 7 alntes for the Docunant Control Branch. In reality, > 
pePsons are currently being utilized by the Document Control Branch, 
All mijor offices of the Document Control Branch are preasntly in 
existence. 

>. Etapamed: The proposed Table of Organization contemplates 10 
Slots for the Document Control Branch, 
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